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Background

The Intermodal surface Transportation Act of 1991 (ISTEA) originally required all states to establish
management systems.  These were to be the tools for planning, engineering and programming
processes.  To a department accustomed to optimizing its resources, that only made good business
sense.  Thus, despite recision of the federal mandates, MDOT continues its efforts and its
commitment to providing the transpiration infrastructure and service providers of Michigan with the
tools necessary to build, maintain and operate/manage a high quality, seamlessly integrated,
multimodal transportation system.  The Transportation Management System (TMS) includes six
groups of tools:

Bridge Management System (BMS)
Congestion Management System (CMS)
Intermodal Management System (IMS)
Pavement Management System (PMS)
Public Transportation Management System (PTMS)
Safety Management System (SMS)

MDOT has identified three other systems that are also being added: Real Estate, Construction and
Maintenance.

All of these management systems are accessible from your TMS computer.  This document focuses
on how to use the PTMS.  Accessing the other management systems is comparable and you are
welcome to look into any of the systems.

We are continuously working on the PTMS – upgrading screens, and adding new
functionality.  Please feel free to call with any comments or suggestions you may have.  We
expect to find better ways of utilizing the PTMS with your help.  Please call your project
manager or Kathy Urda (517) 335-2575 with your comments.

PTMS Window Flow

The flowchart on the next page diagrams the relationships and flow between the windows in PTMS.
This manual will explain how to access each window, and what is done in each window.
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Overview

The purpose of this chapter is to familiarize the PTMS user with the basic operations and
functionality of the PTMS application.  Topics include starting and exiting the system, system format
and layout, window types and functions, active record and field, command selection, data entry tools,
and miscellaneous operations.

PTMS Environment

PTMS is a client/server application.  On a standalone computer, any program you run is responsible
for keyboard input, retrieving data from the disk, and displaying data. In a client/server environment,
processing is divided between the client system and the server. Each application, such as PTMS,
includes two programs. One program is a client, and the other is a server. 

There are three components in a client/server environment:

Client - Individual user’s computer

Network - The hardware/software allowing the client and server to communicate

Server - The computer storing and operating the database

A user’s client application is controlled locally on his/her own computer. Any user can request data
from the server. The network manages these requests and responses.

The client manages the presentation of PTMS, performs its application level processing, and sends
out requests for services to the server. The network provides connectivity between the client and
server, maintains communication between them, and delivers requests and results. The server
provides application and file services, contains the database and its management system, facilitates
communication, ensures security, and executes stored procedures supported by the database.

There are many benefits associated with the client/server environment. The key components work
together to reduce network traffic to queries from the client and results sets from the server. Any of
the key elements can be replaced without major impacts on the other elements. New technology can
be easily incorporated into the system, and the hardware for the client and server are less expensive
than a mini or mainframe system.
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Accessing PTMS

To access PTMS, a computer system with Windows NT 4.0 or Windows 95, and the PTMS software
is required.  For remote connections (outside of MDOT offices), a modem, SQLNET (database
access software provided by MDOT), the PTMS software, and an Internet Service Provider (ISP)
is required for connection.

Assuming appropriate equipment, software, and set-up, local users will simply double-click on the
TMS icon to launch the TMS application.

For remote users, assuming appropriate equipment, software, and set-up, in Window NT the user
will double click on the Access to Internet shortcut (the shortcut located on the NT desktop that
provides access to your Internet Service Provider). When connection is made to the ISP, the user will
then double-click the TMS icon.

Starting PTMS

The user will start PTMS by double-clicking on the PTMS application icon illustrated at the
right in the normal Windows fashion.  As a result of this action the Please Log On dialog box
will be displayed, as illustrated below.

The Username field will already be filled in by the system.  If the user name is not correct, the user
will first enter the correct name.  Once the user name is correct, the user can tab to, or click in the
Password field to enter his/her PTMS password.  Once the password has been correctly entered, the
user will press the [ENTER] key, or click on the OK button.  As a result of this action, PTMS will
start, and the ISTEA Tips window is opened, as illustrated on the following page.
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This Tip window will be displayed whenever PTMS starts unless the Show Tips at Startup check
box in the lower left corner is unmarked.    The user can access other tips, help, and release notes
through the command buttons in this window.  To close this window and continue the starting of
PTMS, the user will click on the OK button.

Doing so may open the Public Transportation Gateway dialog box will be opened, as illustrated
below.
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The user will indicate by clicking on the desired choice whether the user wishes to View Transit
Agencies, View Vehicle List, or Open Application In-Box.  If the user does not want the Gateway
window to appear when PTMS is started, the user can select the Do not display this window again
check box.

If the user does make this selection, and at some later time does wish to access the Gateway window,
the user can select Gateway under the File pull-down menu in the Main Menu window.

If the Gateway is not displayed, the user can access the indicated modules of PTMS by selecting the
desired menu option under the File/Open menu from the PTMS Main Menu window.

Once the desired options are selected in this window, the user will press [ENTER] or click the OK
button, and the PTMS Main Menu window will open, as illustrated in the next section.
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PTMS Systems Format & Layout

Below is an illustration of the PTMS Main Menu window associated with the Transit Agencies list.
This window is the first to open when the user starts PTMS, and selects Statewide Transit Agency
List,  as discussed starting on page 2.3.

A user familiar with Windows will notice a number of standard Windows’ features, which function
in the normal Windows fashion, and are discussed in detail starting in the Windows Basics section.
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User groups for PTMS and their “Rights”

Each user of PTMS belongs to one or more PTMS user groups, which control user access to, and
functionality in, PTMS.  These groups and their related rights are described in the table below.  Note
that this manual covers functionality for all user groups, and therefore some of the screens and
operations described in the manual may not be accessible to you, or function as described for you.

Project Managers
(MDOT)

Can view all information.  Can change some
information associated with agencies to
which they are assigned. CAN NOT create or
edit new OARs, cannot create new Annual
Applications, and CAN NOT enter new
vehicle, equipment or facility information.
Can change OAR status to Resubmit so TA
can edit OAR.

MDOT Management
(Unit and Section Supervisors within PTD)

Can view information.  Can change some
information associated with transit agencies
to which their employees are assigned
depending on the status of the information.

MDOT Upper Management
(Division and Bureau level Managers)

Can view all information.

Vehicle Inventory
(MDOT)

Can view all information.  Can change all
information associated with vehicles.

Financial Management
(Person responsible for Operating
Assistance Reports (OAR) within PTD)

Can view all information.  Can create new
OARs, but can not edit OARs submitted by
TAs.

Metropolitan Planning Organizations
(MPO)

Can view all information.
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Transit Agencies Can view all information.  Can change most
information associated with THEIR OWN
agency depending on the status of the
information (TA’s have exclusive rights to
changing data associated with their own TA
when the item is in pre-submit or re-submit
status).  Can create new OAR’s, Annual
Applications (and all associated requests),
add new vehicles, equipment, and facilities,
and change Profile Information.

Super User
(PTMS Specialist at MDOT)

Can view all information.  Can change or
delete any information as necessary.
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Windows Basics

In the illustration above, note that there are two Title Bars, the upper one for the PTMS application
itself, and the lower one for the active window within PTMS.  The maximize, minimize, and close
buttons in the upper right corner of each window function in the normal Windows fashion.  The
Status Bar at the bottom of the window is active in PTMS, and does provide useful information to
the user concerning items to which the mouse indicator is pointing, and the current processing status
of the application.

There is a Menu Bar immediately below the upper Title Bar, and a Tool Bar right below that.  The
function of these bars will be covered in the section on Command Selection on page 2.15.

Right below the Tool Bar are the Window Tabs that indicate that there are a number of Window
Layers accessible from this Main Menu window.  The user will note that the window tab of the
currently active window layer (the one that is currently visible) is always in bold face type.  Here the
layers each represent a different system within the PTMS family.  Note that Public Trans is active,
since we are currently in the PTMS application.  More information about layered windows will be
presented in the section on Operation of Layered Windows, on page 2.13.

Windows in PTMS will normally take one of two basic formats, Record or Table.  In a record
format window, all of the individual pieces of data, referred to as fields, are part of one sub-
collection of information called a record.  
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Records and fields are the two ways that information in a database are broken down, and PTMS is
a database application.

As an example, let us consider a simple database storing the names and addresses of people to whom
you send birthday cards.  For each person in the database, you will have their name and address, and
perhaps other information such as birth date, phone number, presents given in past, etc.  All of the
information present for one person in the database is the record for that person.  Each record is then
broken down into individual items of data the record contains, i.e. the fields.  There will be separate
fields for each data item, such as name, address, city, state, zip, phone, birth date, gifts given, etc.
Each set of fields make up a record, all records together are the database.

So in a Record Format window, a number of individual fields are displayed that make up a given
record.  The illustration below is of a record format window.

On the other hand, in a Table Format Window, the user will see information concerning a number
of records at the same time, each with a number of fields displayed.  The table format window is
often laid out as a grid, with each row representing a record of information, and each column
representing a field in the record.  PTMS uses this conversion for table format windows.
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Table format windows have two main purposes.  One is comparison of records.  By allowing the user
to view more than one record simultaneously, it is possible to compare one record against another.
The other main use of the table format window is as a navigation tool.  By looking at many records
simultaneously, the user can locate a desired record for which a more in-depth examination or use
is desired.

This use of table format windows as a navigation tool is very important in PTMS, and is covered in
depth in the next chapter.  A brief discussion will occur here, after the illustration of a table format
window.

Note the table section at the bottom of the window.  Each row corresponds to a record for one
Transit Agency.  Each column represents a separate field in the record.  In this diagram three fields
are visible, Agency ID, Agency Name, and Address.

The user will employ a window such as this to locate the record for a desired agency, for which
further information or processing is desired.  To assist in locating the desired record, the user may
employ the horizontal and/or vertical scroll bars that may be present.
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To review scroll bar use, recall that a user may click on the arrows at the end of the scroll bar to
advance the information in the window one row or record at a time; may click on the scroll bar itself
to advance the information one page full of records at a time; or may drag the scroll box to control
the specific amount of scrolling that takes place.

In PTMS specifically, once the user has located the desired record, the user will then double-click
on the desired record to access additional data windows related to the clicked record.  This double-
click access method is a standard tool in PTMS.

In some table format windows there are so many fields (columns) displayed that a horizontal scroll
bar is present.  With that many fields, it may be possible that a user will desire to view two fields of
the table at the same time, say for comparison purposes, that are so far apart that scrolling one field
on scrolls the other field off.  To assist in this situation, PTMS provides a split window option,
which allows a user to set up two views into the same table.  The user can then scroll through all
fields in either view, by using the two horizontal scroll bars, allowing any two widely separated
fields to be brought together.

To open a split window, the user will point with the mouse to the table section of the window, and
click the right mouse button to obtain the shortcut menu.  Once the menu is displayed, the user will
select the Split Window command.  As a result of this action, the split window will open, as
illustrated below.  More information on command selection is provided starting on page 2.15.

The position of the split can be adjusted by dragging the small black box at the bottom of the split
bar.

The split can be turned off by closing and reopening the window.
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Operation of Layered Windows

PTMS takes advantage of a Windows technology known as layered windows.  When this technology
is used, a given window in an application may have a number of layers or pages of information, each
of which is indicated by a window tab near the top of the layered area.  The active layer is the one
currently visible to the user, and is indicated by the window tab in boldface type.  To make another
layer active, the user can point to the desired window tab with the mouse pointer and click on it.
Window tabs are illustrated below.

By using window layers, an application can present information in one window that would otherwise
have taken many separate windows to display.  The disadvantages of multiple windows include the
time and effort used in opening and closing the multiple windows, and the fact  that if multiple
windows are opened simultaneously, it taxes the capacity and resources of the computer system in
use.  The advantages of layered windows include rapid access (one click) to multiple pages of
information, less pressure on the system in question, and most important, the ability to relate the
information contained within the layers.

As the user will see in PTMS, the selection of a record in one window will then determine the field
contents in many other layers.  This allows one retrieval by the user to populate pages of related
fields. The use of layered windows substantially improves the ease-of-use, efficiency, and
productivity of an application.
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Active Record/Active Field

When using a database application, it is important to understand the concepts of active record and
active field.

When a user accesses database information, or makes changes to a database,  the information
retrieved and the changes made will directly depend upon and affect the active field, and the active
record.  If the user is unaware of which field and/or record is active, the user may not be obtaining
the information desired, or may be changing the wrong information, creating errors in the database.

How to identify which record and field is active depends upon whether the user is in a record format
or table format window.  In a record format window, only one record of information is displayed at
a time.  Therefore whichever record is displayed is the one that is active.  Which field is active is
indicated by  the presence of a blinking insertion point within the field, or the presence of a selection
rectangle around the field or the field name.  The user can make another field active by clicking it,
or tabbing to it.

In a table format window, the active record is the row that has a highlighting color on it.  The active
field may have an insertion point in the field, or a highlighting of a different color.  The user can
change the active record and field by clicking in the desired locations, or by employing the arrow or
tab keys to move the highlighting.

Verifying that the active record and field are correct is a very important first step in many database
operations.
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Command Selection

As in most Windows-based applications, there are a number of different ways in which commands
can be selected in the PTMS application.  This section will review methods for command selection
available so that the PTMS user can choose the method or methods most appropriate.

Menu/Mouse Method

One of the more popular methods of command selection is to use the mouse in conjunction with the
pull-down menus available on the Menu Bar.  The user simply uses the mouse to point to the desired
menu selection, such as File, and then clicks the left mouse button.  The pull-down menu will open
up, and then the user points to the desired menu option on the pull-down list, and again clicks the
left mouse button.  

If a user wishes to close a pull-down menu without making a command selection, the user can point
to an area outside of the pull-down menu and click the left mouse button to close the menu.

Tool Bar Mouse Method

The Tool Bar, found immediately below the Menu Bar, makes frequently used commands more
readily accessible to the user.  Instead of having to click on a particular pull-down menu, and then
on a menu option on the pull-down menu, a user simply points to and clicks on the appropriate Tool
Bar button.  Note that not all PTMS commands are available on the Tool Bar.

Menu/Keyboard Method

A user may prefer to select commands via the keyboard rather than the mouse.  To activate a pull-
down menu on the Menu Bar via the keyboard, the user will press the ALT key on the keyboard in
conjunction with the letter underlined in the pull-down menu name.  For example, to activate the File
pull-down menu, the user will press ALT and F together, since F is the letter underlined in File.
Alternatively, the user may press just the ALT key to activate the Menu Bar, then use the left/right
arrow keys to move the highlighting to the desired pull-down menu, and then use the up/down arrow
keys, or press ENTER, to open the pull-down menu.

Once the pull-down menu is open, the user has two alternatives for selecting the desired command.
One, the user may use the up and down arrow keys to move the highlighting to the desired command,
and then press ENTER to activate the command.  Two, the user may simply type the letter
underlined in the desired command.  Note that when making the selection from the open pull-down
menu, the ALT key is NOT used.  The user presses ONLY the underlined letter.  If no letter is
underlined in the desired command, usually the initial letter of the command is appropriate.
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If a user wishes to leave the menu system without making a command selection, the user may press
the ESC key as often as required to return to the application.

Command Button Method

In many windows the user can make command selections through the use
of command buttons, such as the OK button illustrated at the right.

A user may activate a command button in any one of three ways:

1. To activate a command button, a user can point to the button with the mouse and then
click the left mouse button.

2. If there is a letter underlined in the command word on the button the user can activate
the command button by pressing the ALT key in combination with the underlined letter.

3. In certain windows the user can press the TAB key or the
SHIFT TAB key combination until the command button is
selected, indicated by a rectangle surrounding the command
word, as illustrated at the right, and then press the ENTER key.

Menu Button

PTMS has a special type of command button that displays a menu when it is selected.  Such a button
is distinguished by up/down arrowheads at the right end of the button.  Once the command button
is selected, and the menu is displayed, the user can select a menu option via either the
keyboard or mouse as discussed earlier.  The Options button that often appears below
the left end of the lower title bar is such a button, and is illustrated at the right.

Shortcut Menu

A shortcut Menu is one that is displayed when the right mouse button is clicked
while pointing to a section of an active window.  The exact menu displayed will
depend upon the location  of the mouse pointer at the time that the right mouse
button is pushed. When a shortcut menu is displayed, the user can select an option
from the menu via the keyboard or mouse as discussed earlier.  Shortcut menus can
improve efficiency and productivity as the user does not have to search through the
menu system for the desired commands.  The shortcut menu pulls together most of
the commands appropriate at the moment.  One of the more complete shortcut menus
is illustrated at the right.
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Data Entry Tools

PTMS uses a number of different data entry tools to provide the user efficient and accurate data
entry.  Note that editable fields in a given window will depend upon the authorization of the user.
Editable fields will normally display in white, non-editable fields in gray.

Text Box

The Text Box is the simplest of the data entry tools.  To use a text box, the user simply makes the
desired text box active, getting a blinking insertion point, and then types in the desired information.
A given text box may hold only a few characters, or hundreds.  Some of the text boxes that expect
long contents have a vertical scroll bar attached.  As you type, some text boxes will automatically
scroll horizontally, and some may wrap around at the end.  Many standard word-processing
techniques and keystrokes are available in text boxes, such as selecting, cut & paste, HOME and
END.

List Box

A List Box is a rectangular box containing a list of
acceptable values for a given field.  A list box saves typing
by the user by allowing a user to fill a data field simply by
making a selection from the list provided with the list box.
This process also provides for consistent data values
within PTMS.

There are two ways a user can work with a list box.

The user locates and clicks on the desired value, utilizing a scroll bar if present and
necessary. 

The user can make the list field the active field and then use the up/down keys to scroll
through the list of available choices.  To speed up this process, the user can type the first
letter of the desired value and the list will jump to the choices in that section for the
alphabet, reducing the amount of scrolling required.
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Picklist Box

A picklist Box is distinguished by the small down-pointing arrow at the right end of the box, such
as in the example shown at the right.  Note that in many picking fields in PTMS, the picklist arrow
does not appear until the field is active.  A picklist box saves typing by the user by allowing a user
to fill a data field simply by making a selection from the list provided with the picklist box.  This
process also provides for consistent data values within PTMS.

There are two ways a user can work with a picklist box.

The user can simply use the mouse to click on the down
arrow at the end of the box, or anywhere in the data area,
to open up the picklist.  Once the picklist is open, the
user locates and clicks on the desired value.  The
illustration at the right shows an open picklist.

The user can make the picklist field the active field and
then use the up/down arrow keys to scroll through the list
of available choices.  To speed up this process, the user
can type the first letter of the desired value and the list
will jump to the choices in that section of the alphabet, reducing the amount of scrolling
required.

Date Box

A Date Box is a specialized text box that allows only dates to be entered.  One advantage of having
a date box for data entry is that the user needs only to type the six digits of the date, without typing
dividers, delimiters, spaces, or tabs.  Another advantage is built-in date validation.  PTMS will not
allow a user to enter a non-existent date, such as 11/31/1995, or 2/29/1995.  However, an appropriate
leap day, such as 2/29/1996 is allowed.  Some date boxes contain the year only, such as 1995.
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Option Group

The Option Group tool is used where there is a short list of
acceptable entries for a data field.  The option group appears in a
window as a subsection of a window, usually surrounded by a line,
and labeled with the name of the field to which the group is
connected.  A number of possible field values will appear in the
group, each normally preceded by a small circle filled with white.  These small circles are referred
to as Radio Buttons.  The radio button of the activity choice will be filled with a small black dot.
A distinguishing feature of option groups is that the possible field values are mutually exclusive.
Clicking on any given value will place the black dot in front of that value.  Selecting a different value
will move the dot to the new selection.  Only one value can be selected at any time.

Check Box

The Check Box tool is used in conjunction with fields (often called logical fields) for which the only
acceptable entries are Yes (True) or No (False).  In a data window a check box field normally
appears as a small square box filled with white, followed by a field name or description.  The user
can select/deselect the check box (place or remove an x in the box) either by clicking in the box or
on the field name/description with the mouse, or pressing the [SPACE BAR] Key on the keyboard
when the field is active.  When there is an x in the box, the value stored in the database for the
corresponding field is Yes or True. When the box is empty, the value stored in the database for the
corresponding field is No or False.

Miscellaneous Operations

PTMS has a number of standard file and window type operations that can be performed.  Selected
operations are discussed in this section.

Saving

Data changes made by the user in a given window should be saved by the user prior to closing the
window.  If the user forgets to save first, the system will prompt the user to save changes.  The user
can access the save command in a number of ways, with availability depending upon the active
window: through the File pull-down menu; through the Options command menu button; through
the shortcut menu (right mouse button) options; or through the Save command button at the bottom
of certain data windows.
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Errors

If you get an error message at any time, you must click on the OK button in the error message
before you are allowed to do anything else.  You may also see an error box in the top right-hand
corner of your screen if you try to save a screen without entering certain required information.  You
will have to double click on the control menu box of this error message (left end of title bar), and
enter the required information, before you can continue.

Exporting

PTMS provides the user the ability to export PTMS data to standard file formats.  When available,
usually in table form windows, this function can be accessed through the shortcut (right mouse
button) menu.  The user will display the shortcut menu, and then select the Export command.  As
a result of this action the Export Datawindow window is opened, as illustrated below.

To export to one of the two indicated file types, the user will make the desired selection in the Export
Type option group, enter the file name to export to in the Export Filename field, indicate whether
to Include Headers, and then click on Export.
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If the user wishes to export to a different file type than the two options given, the user will click on
Export Special to open the Export Data window illustrated below.

The user will now select the desired file type, enter the file name to export to, indicate whether to
include headers, and then click OK.
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Printing

The PTMS user can access the Print command through various means depending on the active
window. Possible access methods include the shortcut (right mouse button) menu options, the Print
command under the File menu, and a Print command button present in the window.  The result of
the print command will depend upon the position of the mouse pointer and/or the active field at the
time the print command is issued.

If a field in a form is active at the time the print command is issued, only the form containing the
active field will be printed. If no field is active, the print command will print the window to which
the mouse is pointing when the print command is issued.  

The Print command button in the OAR window activates a report menu. See page 5.27.

Closing

When through with a given window the user will close the window to return to the previous window.
The user can close a window by selecting the close button at the right of the lower title bar, or by
double-clicking the control menu box at the left end of the title bar that looks like the TMS startup
icon.

Help

Available in most screens is Bubble Help.  Bubble help is accessed by holding down the ALT key
and the right mouse button while you are in a specific data field.  By using this combination of
keystrokes, a yellow box should appear that will provide limited information about the data in that
field, or will say “no help available”. This option is not available in the OAR area as of this writing.

Additional help is under development as of this writing, which will be available various ways
depending on the active window. Possible access methods include through the Help command on
the menu Bar, under the Options command menu button, and through shortcut (right mouse button)
menus.

Exiting PTMS

When through with PTMS, the user can close the application by selecting the Exit command under
the File pull-down menu, selecting the Close button at the right end of the main title bar, or double
clicking the control menu box that looks like the TMS start-up icon at the left end of the main title
bar.

After exiting PTMS, the user will need to hang-up the modem.  Double Click on the Dial-Up
Networking icon, and then click on the Hang-up button in the active window.
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Overview

One of the major functions of the PTMS application is to allow users to create, edit, and view
information concerning Transit Agencies, such as profile, and application data, checklist
information, capital and operating request data, and information relating to vehicles, equipment,
facilities, and operating assistance reports.

To work with any of this information for a given agency, it is first necessary to specify to PTMS the
agency for which such information is desired.  That is the purpose of this chapter, to learn how to
locate and select a desired transit agency record for further processing.

To View information for a given transit agency, the user will begin by starting PTMS, as discussed
on page 2.3.  If the Public Transportation Gateway window is presented, the user will select the
Statewide Transit Agency List option in the Select a Public Transit Process option group, and then
click on the OK button.  If the Gateway is not presented, the user will select File/Open/TA from the
menu bar. 

Either approach will cause the Open TA window to be displayed, as illustrated below.
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The lowest section of the window is in table format, with multiple rows and columns.  Each row
represents one transit agency, and each column represents one field of information within the record.
To access information on a given transit agency, the user will need to locate and select the desired
record in this table.  The user can use the vertical scroll bar provided to move through the list of
records.

Since there may be a large number of records to examine, PTMS provides a number of functions to
assist the user in locating the desired record.  The use of these functions will be covered in the
remainder of the chapter.  Note that if the Custom check box is selected, it must be unmarked before
changes can be made.
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Filtering

Filtering is the process of specifying certain criteria that the transit agency records need to match in
order to be displayed in the list at the bottom of the Open TA window.  By filtering the list of
agencies, fewer agencies will appear in the list.  With fewer agencies in the list, the user will be able
to locate the desired record with less effort.

The top of the Open TA window is where the filtering options are located.  The State
Wide/Urban/Non Urban sections and the Service Types section are where criteria are indicated
as check box fields.

The presence of a mark in a check box indicates that the table section of the window will display
transit agency records meeting that criteria.  Note in the diagram on the previous page that all the
boxes are checked, so records of all types will be retrieved.  Removing a mark from a check box will
cause transit agency records of that type not to be displayed.  For example, if the mark was removed
from the Metro box, then Urban/Metro transit agencies will not be displayed in the list.

The user may remove or add a mark to a check box by clicking in the box, or on the field name
associated with the box.  So to remove the mark in the Metro box, the user will click in that box,
or on the word Metro.  The same action will place a mark in an empty box.  To remove or add whole
groups, the user can click on the section label names, which are also command buttons.  By clicking
on State Wide, marks will be removed or added to all check boxes in the Urban and Non Urban
sections.  The user can also click on Urban or Non Urban to add or remove all marks in those
sections respectively.  There is no button for the Service Types section, each mark must be removed
or added individually.

Once all changes in marked boxes have been made, the user will need to click on the Apply button
at the right of the top section of the Open TA window.  This action causes PTMS to refresh the list
of displayed transit agency records so that only the ones meeting the marked criteria are displayed.
By removing or adding marks as appropriate, the use can restrict the displayed agencies to a smaller
list that will be easier to search.

Custom Filter Set

In certain cases a PTMS user may desire to view only a very particular set of transit agency records
that the filtering process discussed above does not produce.  PTMS allows users to build and store
a custom filter record set that contains only the exact records specified by the user.

Creating such a custom set requires a two-step process.  The first step is selecting the specific records
to be in the set, and the second step is saving the selected set.
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To select the records to be in the custom set, the user will need to access the record list as discussed
in the preceding sections of this chapter.  The user may or may not desire to filter the list first as
discussed in the section on the previous page.  Once the list contains all the records to be in the
custom set (along with many that will not), the user will need to scroll through the list and click in
the row of each record that is to be in the custom set.  Each row so selected will be highlighted in
another color.  The diagram below shows records marked to be a custom set.

If the user clicks in and marks a wrong record (row) accidentally, the user can simply click it again
to unmark the row.

Once the records to be in the custom set are all marked correctly, the user will click on the Save
selected TAs button to store and display the custom set.

Note that when the custom set is displayed, there is a mark in the Custom check box at the upper
right of the Open TA window.  By removing the mark in the Custom box, the custom set will be
temporarily turned off, and PTMS will display records meeting the other specified criteria as
discussed earlier in this chapter.

Also note that if the user has saved a custom filter set, that PTMS will automatically display this set
every time the Open TA window is initially opened.
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Sorting

Even after filtering the transit agency records, there may still be a large number of records through
which the user must search to locate the transit agency record for which further processing is desired.
To assist in this search, PTMS provides the user the ability to sort the list of records by any displayed
field, or by multiple fields.  Sorting the records in a certain order may assist the user in quickly
locating the desired record.

To sort the table section of the Open TA window on one of the displayed fields, the user will begin
by right-clicking anywhere in the column representing the field by which the table will be sorted.
Then while pointing the mouse at the menu that pops up the user will select the Sort command.  As
a result of this action the table will sort in ascending order by the selected column (field).  To sort
in descending order, the user will simply perform the identical operation again.

Note that any sorting performed is in effect only while the Open TA window is open.  Once the
window is closed and reopened, the sort order will revert to its default setting.

An option not available in the Open TA window, but that is available in certain other PTMS
windows having a table format, is the ability to sort by more than one field.  This is called Sort+.
To perform this multi-field sort, the user will display the shortcut menu as discussed earlier, and then
select the Sort+ command.  As a result of this action a Sort window similar to the one illustrated
below is opened.  The actual contents of the window will depend upon the table window for which
it is opened.  This example is based on the Capital Request window.

In the Name column will be the names of fields by which the table can be sorted.  The Sort Order
column indicates the priority sort order of the multiple sort fields selected.  The A/D column
indicates whether the sort order is to be ascending or descending for selected sort fields.
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To select a field to sort by, the user simply clicks in the Sort Order column of the desired field.  The
first row clicked in becomes the number 1 priority sort field, the second 2, and so on.  Each sort field
selected is set to ascending (A) by default, but by clicking in the A/D column, the user can change
the A to D (descending).  The diagram below illustrates a two key sort on TA and App. Yr. TA is
the primary sort key, and App. Yr second.  TA will sort ascending, and App. Yr descending.

When the sort keys are set up as desired, the user will click on the Sort It button to close this
window and have the table sorted as desired.  The Clear button cleans out all currently indicated sort
key information.  The Cancel button closes this window without performing any sort indicated.
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Geo Scope

In addition to the filtering mechanism discussed starting on page 3.4, PTMS has an advanced
filtering mechanism called Geo Scope.  This mechanism allows users to filter transit agency records
based on geographic area.  To access the window where geographic filtering criteria can be specified,
the user will click on the Geo Scope button at the left of the Open TA window, under the State
Wide/Urban filter section.  As a result of this action the Geography window is opened, as
illustrated below, with the Areas layer active.  The Map layer is not available as of this writing, and
use of the two Network layers is outside the scope of this manual.

In the option group at the upper left of the Geography window, the default choice is Select Portion
of State, which allows the user to specify a geographic criteria upon which the filtering of transit
agency records is to be based.  The user may choose Select Entire State if desired to include
agencies from the whole state.  This action will automatically build a filter criteria to include all
Districts in the State.

If Select Portion of State is chosen, then the Category list box will display a number of options that
geographically delimit a section of the State, such as District, County, Township, City.  The user will
begin setting up a geographic criteria by making one selection in the Category list box.
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The selection made in the Category box will determine the contents of the Choices list box displayed
to the right of the category box.  In the illustration on the preceding page, District is chosen in the
Category box, so the number Districts are listed in the Choices box. The user may now select one
item in the Choices box to complete a filter criteria.  The completed criteria will be displayed in the
Selected criteria being applied box at the lower left of the window.  In the illustration below, note
how the choice of District in the Category box and District 1 in the Choices box is translated in the
criteria box.

Also note the And and Or buttons to the right of the Choices box that are now displayed.  These
choices are used to create a multi-condition criteria.  To add another clause to the filter condition,
the user would pick from And/Or as appropriate, then make additional selections in the Category
and Choices boxes.

There are a few other choices in this window that need to be discussed.

Not Check Box – Notice the Not check box between the Category and Choices list boxes. The user
will select this box to create a Not condition in the filter criteria.  For example suppose the user had
selected District in the Category box, selected the Not check box, and selected the District 1 choice
in the Choices box.  Then the criteria would be District Not = District 1, so instead of receiving
transit agency records from only District 1, this criteria would retrieve records from everywhere
except District 1.
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Jump To Text Box – This box is used in conjunction with the Choices box to speed up selection in
the Choices box.  If there are many entries in the Choices box, instead of having to use the vertical
scroll bar to locate the desired choice, the user can type it in the Jump To box to have the Choice box
jump to that selection.

Buffer Zone (meters) Text Box – This text box allows the user to enter a numeric value
representing a number of meters of buffer zone that will be part of the filter criteria.  This field is
only applicable to appropriate Categories.

Clear Button – This button cleans out any criteria in the Selected criteria being applied box,
allowing for fresh criteria entry.

Save this scope as default Check Box – By selecting this check box, the user indicates that the
currently constructed geographic filter criteria is to be the default filter criteria used in the Open TA
window.

Once the desired geographic filter criteria has been built, the user will need to return to the Open TA
window to apply the filter.  The user will click the OK button at the bottom of the window.

Once back in the Open TA window, click on the Apply Geo Scope button.  PTMS will refresh the
list of displayed transit agency records to those meeting the geographic criteria.

To return to the Geography window and edit the geographic criteria, the user can click on the
Change Geo Scope button.

Criteria developed through Geo Scope are in effect while the Open TA window is open.  Closing
and reopening the window will remove the active geographic filter criteria.

Further Processing

Once the filtering and sorting methods have been used, the user may still need to scroll to locate the
desired transit agency record row in the bottom section of the Open TA window.  When the desired
record is finally located, the user will point to that record with the mouse and double-click on it to
open the Transit window for the selected agency.  The first layer of that window, the Profile layer,
is covered starting in the next chapter.
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Overview

This chapter will cover the profile information contained in PTMS for each Transit Agency,
including general characteristics, service characteristics, and contract information.

Accessing Profile Information

To access transit agency profile information, the user must first start PTMS as discussed starting on
page 2.3.  Then the user must locate the record for the transit agency for which profile information
is desired,  as discussed starting on page 3.2.  Once the correct record is located, the user will point
to and double-click on the desired agency in the Open TA window.  As a result of this action the
Transit window opens for the selected agency.  Note that in the illustration below, it is the
ISABELLA CO TRANSPORTATION COMMISSION window.

Note also that the Profile layer is active in this six layer window.  By pointing to any of the lists in
the Legislative Information section and clicking, the user can access a window providing related
information. As of this writing this feature is under development and clicking will result in a
message indicating so. Click OK in the message window, and then click on Cancel in the Gateway
window to return to the Profile layer.
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Profile – General Characteristics

There are two pages of information associated with the Profile layer, one for General Characteristics
and one for Service Characteristics.  When the Agency Transit/ Profile layer is initially displayed,
the general Characteristics page is displayed, as illustrated below.

This is a record format window, with a number of text box fields.  Recall that editable fields are in
white, and non-editable fields in gray.  Also recall that whether a field is editable or not will depend
upon the authorization of the PTMS user.  So the illustration on the previous page may have a
different configuration of editable and non-editable fields than your working system.  The transit
agency should keep all editable fields up-to-date.

This screen is used to store general information concerning the selected transit agency.
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Profile Service Characteristics

Once the user has accessed the Profile – General Characteristics window discussed on the previous
page, the user can then use the Options command menu button to access the Service Characteristics
page.  The user will click on the Options command menu button, and then click on Service
Characteristics.  As a result of this action the Profile –Service Characteristics page is displayed, as
illustrated below.

By default information will be displayed for the current fiscal year, as indicated in the Year Ending
field.  The user may employ the picklist provided to select another fiscal year as desired.
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Overview

This chapter will focus on the use of the Application layer in the Transit Agency window.  The
Application layer was designed to replace the paper Annual Application that the Transit Agencies
currently use.  It is organized a little differently than the current application, but it is a step in the
right direction, getting away from all the paper currently used, and making the application process
easier.

This manual focuses on the PTMS application process. For additional assistance completing the
application, please refer to application instructions mailed to you, or contact your Project Manager.

Accessing Application Information

To access transit agency profile information, the user must first start PTMS as discussed starting on
page 2.3.  Then the user must locate the record for the transit agency for which profile information
is desired,  as discussed starting on page 3.2. Once the correct record is located, the user will point
to and double-click on the desired agency in the Open TA window.  As a result of this action the
Transit window opens for the selected agency.  Note that in the illustration below, it is the
ISABELLA CO TRANSPORTATION COMMISSION window.
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The Profile layer is active by default.  To access the application information the user will now click
on the Application layer tab to the right of the Profile tab.  The Application layer will then become
visible, as illustrated below.

This window shows a list of all annual applications submitted using PTMS by the indicated transit
agency.

The Transit Agency user can now examine existing application information, or create a new
application.  We will focus first on examining existing information, which the authorized user could
also edit if the application has a status of Pre submit or Re submit.  Note that these same screens
in a blank state will be used to submit a new application.

To look at the information contained in an existing application, the user will now locate the desired
application in the list at the bottom of the window above, employing the vertical scroll bar if
required.  Once the desired application is located, the user will double-click on that row.  As a result
of this action the Annual Application window will open, with the Checklist layer active, as
illustrated on the next page.
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Checklist

The Checklist layer has three checklists associated with it: for Checklist (Regular Services), Special
Services, and 16B2.  The Transit Agency user can access these three pages while in the Checklist
layer, through the Options command menu button.  There are also three independent windows
associated with the Checklist layer, for PM Checklist, PM Special Services, and PM 16B2.  These
three windows are also accessed through the Options command menu button, and are used by the
Project Manager at MDOT during the application approval process.  The Special Services and 16B2
checklist windows will not be illustrated in this manual.

The checklist page is active by default when the Annual Application is opened, and is illustrated
below.

The Checklist page is used by the Transit Agencies to complete the annual application.  The user
places a mark in each box as the corresponding item is completed. Note the (Mail to MDOT)
reminders on items that need to be sent to MDOT.

The user will access the Special Services and 16B2 checklists by selecting the Options command
menu button, and then selecting Special Services or 16B2 on the menu that is displayed.  As a result
of this action the desired page is displayed. These windows are used in the same manner as the
Checklist, marking each appropriate box as the corresponding item is completed.
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New Application

To create and submit a new annual application, the Transit Agency will access the Application List
window, described and illustrated on page 5.3.  Once in the window, the user will click on the
Options command menu button, and select New Application from the menu displayed.  As a result
of this action the New Annual Application window is opened, with a blank Checklist layer/page
displayed, as illustrated below.

To set up the new application, the user must first select the desired value for the Application Year
field, and then save the record. 

The user may now mark such items as are appropriate.  Through the Options menu button, the user
can access the Special Services and 16B2 pages for the Checklist and mark such boxes there as
appropriate as well.  Remember to save changes made in each page, as covered in Chapter 2.  If you
should forget, you will be prompted to save changes.

Creating new capital requests, operating requests, and TA forms will be covered later in this chapter.

A new application has a status of Pre submit, as indicated in the Application List window.
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To submit the Application the user will click on the Options command menu button and select
Submit Application form the displayed menu.  This action changes the status to Submit, which will
make the application available to the Project Manager for changes and approval.  Until an application
is submitted, the Project Manager can examine it, but can not make any changes.

Once submitted, the data in the application is frozen to the transit agency. After submitting, the
agency can only make changes by resubmitting individual items. This process will be described in
more detail later in this manual.
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Capital Request

Capital Request is another layer in the Annual Application window, access to which is covered in
the first part of this chapter.

Once in the Annual Application window, the user will click on the Capital Request layer tab, which
will cause the Capital Request List to be displayed, as illustrated below.

To examine details of a given capital request, the user will locate it in this list, employing the scroll
bars as required, and then double-click in the row of the desired request.  As a result of this action
the Capital Request Detail window is displayed, as illustrated on the next page.  
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Note that the format of this window will depend upon the value in the Type field.  For example, if
value in the Type field was not Vehicle in the illustration above, the bottom Vehicle Request Form
section would not be present.

If it is present, the user can access the Vehicle Request Form for any listed vehicle by double-
clicking on the desired row in that section.  This form is illustrated at the top of the next page.
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The user can close this window to return to the Capital Request Details window.
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In the Capital Request Details layer the user can also access the Replacement Criteria window,
which provides the user with information concerning the replacement of capital equipment. To
access this window the user will click on the Options command menu button, and then click on
Repl Criteria on the menu displayed, or click on the Repl Criteria button at the lower right of the
Capital Request Detail layer. As a result the Replacement Criteria window is opened, as illustrated

below.

The user can employ the vertical scroll bars in any of the three sections to view the information in
that section.

When done with this window, the user can close it by clicking the Close button in the lower right
corner.
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The Capital Request window also has a History layer.  To access that layer the user will click on the
History layer tab.  This action will cause the History layer to be displayed, as illustrated below.  In
this window the user can examine the processing history of the active capital request.

When through with the Capital Request Details window, the user can close it to return to the Capital
Request List window.
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New Capital Request

To create a new Capital Request, the user must first access the Capital Request List window, as
described starting on page 5.7.  Once in that window, the user will click on the Options command
menu button, and then select New Item from the displayed menu.  As a result of this action a blank
Capital Request Detail window is opened, as illustrated below.

Each white box needs to be filled in. Some are text boxes, some have associated picklists. 

The Subtype field will become editable when the Type field is entered, and the Action field will
become editable when the Subtype field is entered.  When all information is entered, the user should
save the data.

If the Type field has a value of Vehicle, and an Action of Replace or Expand are entered, a Vehicle
Request Form section will appear at the bottom of the window.  To add vehicle information to that
section the user must first save the new item record, then point to the vehicle request section and
click the right mouse button to display a shortcut menu. Select Add from that menu.  As a result of
this action the user will first be prompted to indicate if the new vehicle is an extended  or local
purchase, as illustrated on the next page.
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The user will select whether the purchase is to Extended or Local, and the number of times it is to
be duplicated. Enter the number corresponding to the total number of the identical vehicles desired.

The duplication function allows the user to rapidly create a number of identical vehicle requests.
Note that if multiple vehicles are requested in one capital request, they must be identical. PTMS will
not allow the user to edit individual vehicle records within one request. Deleting a vehicle from the
request will change the total number of identical vehicles requested, and adding another will create
an additional identical record. A separate capital request item must be created for each vehicle
having different specifications.

When the desired selections have been made in the Select Request Type window, the user will click
the OK button to open the Vehicle Purchase Request Form. Note that either the Extended or Local
option displays the same basic window. It is which fields are editable to the user that will be
different.

The illustration at the top of the next page depicts the Extended version.
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If Local is selected, different fields will be editable. See the paragraph below for Local purchase.
For extended purchase the user will start by selecting a value for the Vehicle Description field. This
action will automatically populate the Price field to the right of the Vehicle Description, and render
the Additional Options and Price field below it editable. The user will fill in these fields if
appropriate. 

Note that the selected vehicles will automatically come with a number of options, that will be noted
on the screen. The Additional Options and Price field are for options that are not usually included.
This information is also in the application packet you received in the mail.

Any information entered into the Additional Options field is combined with the information in the
Vehicle Description field, and used to populate Description field in the Capital Request Detail layer.

For local purchase the user must enter the Vehicle Description manually and enter the price for one
vehicle.

The Status field is not editable by the Transit Agency user. It is used by the Project Manager in the
approval process.

Once done, the user will select the Save button to store the information, and then close the window
to return to the Capital Request Details window.
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To increase the number of identical vehicles in a request after saving, right click in the Vehicle
Request Form section at the bottom of the Capital Request Detail layer, and choose Add on the
shortcut menu. The Vehicle Purchase Request Form will be displayed. You may only choose to Save
or Close. Saving will increase the number of requests by one. Repeat as necessary to add additional
identical vehicles to the request.

To delete a vehicle from the Capital Request Detail layer, select the vehicle to be deleted in the list
in the Vehicle Request Form section at the bottom of the window by clicking it with the left mouse
button. Then click the right mouse button and select Delete on the shortcut menu. A message box
confirming the deletion will be displayed, in which the user will click OK.
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Operating Request

Operating Request is another layer in the Annual Application window, access to which is covered
in the first part of this chapter.

Once in the Annual Application window, the user will click on the Operating Request layer tab,
which will cause the Operating Request List to be displayed, as illustrated below.

To create a new OAR, see page 5.21. 

To examine details of a given operating request, the user will locate it in this list, employing the
scroll bars as required, and then double-click in the row of the desired request.  As a result of this
action the OAR window is displayed, as illustrated on the next page.
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The OAR window is a multi-layered window, and by default the Summary layer is active when it
is opened, as in the illustration above.  

By clicking on the Financials layer tab, the Financials layer is displayed, as illustrated on the next
page.
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Note that the format of this layer will depend upon the given transit agency, the service area, and the
service type.  The illustration above is for Nonurban County, Regular Service.  Though the format
and content may vary, the functionality is the same for all formats.

There are two pages to this layer, one for Revenue, which is illustrated above, and one for Expense,
which is accessed by clicking the Expense button at the lower right of the page. The Expense layer
is displayed, as illustrated on the next page.

In both the Financials and Non-Financials layers, there is no total by column at the bottom of the
windows. To observe totaling and subtotaling relating to these figures, the user should view the
corresponding reports. See page 5.27 for information on viewing totals and printing reports.
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Note that the button now reads Revenue and can be used to toggle back to the Expense layer.

By clicking on the Non-Financials layer tab, the Non-Financials layer is displayed, as illustrated on
the next page.
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Note that the format of this layer will depend upon the given transit agency, the service area, and the
service type.  The illustration above is for Nonurban County, Regular Service.  Though the format
and content may vary, the functionality is the same for all formats.

When done with the OAR window, the user can close it to return to the Operating Request List
window.
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New Operating Request

To create a new Operating Request, the user must first access the Operating Request List window,
as described starting on page 5.16.

Once in that window, the user will click on the New OAR button at the bottom of the window.  As
a result of this action the user will be prompted to indicate which service the new request is for, as
illustrated below.

The user will select the desired Service Area/Service Type by clicking in the appropriate row in this
box, then select the OK button.  Note that even if only one row is present, as illustrated above, the
user must click in that row prior to clicking OK. As a result a New Operating Assistance report
window is opened, with the Summary layer displayed, as illustrated on the next page.
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The user can now access the Summary, Financials, and Non-Financials layers as appropriate to
enter necessary information.  Note that the Financials layer contains pages for Revenue and Expense.
The user should save all changes in each layer before changing layers, though prompting will occur
if required.

The default status for a new Operating Request is Pre submit.  Once the application is submitted,
the budget status will automatically change to Submit.  If a resubmission of the OAR is required,
your project manager must change the status to Resubmit, which will enable the Transit Agency to
revise the report and submit again.  Other possible statuses are PAS Approved, PAS Denied, and
PM Approval.  By monitoring the status of the OAR, the transit agency can follow its progress.

The Summary layer information for a budget report will be automatically generated by PTMS based
on the fiscal year of the application. 
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Financials Layer

The Financials layer of the Operating Request window, with Revenue page displayed, for a new
budget is illustrated below.

When the user is creating the initial budgetary OAR for a given fiscal year, this window will display
all of the current codes, as illustrated. 

When all of the data is entered on a page, the user must save before moving to another page. Once
saved, only those lines containing data (not blanks or zero) will appear on the screen. 

Af ter saving, if a user requires a row that is not present, it can be added through the use of the
Financial Codes button at the upper right of the window.  Clicking on the Financial Codes button
displays the Financial Codes window, as illustrated at the top of the next page.
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The user will locate the desired code by using the vertical scroll bar. When the desired row is
located, the user will point to it and double-click to place the code in the Selected Codes section at
the right of the window, as illustrated below.
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When all codes to be added have been collected in the Selected codes list, the user will click the
Insert button at the bottom of the window. This action will close the Financial Codes window, and
return the user to the Financials layer with the new code lines inserted. 

NOTE: The user must enter the desired data in the new code lines prior to saving the window. When
the Save is performed, any lines with data fields that are empty, or that contain only zeroes, are
eliminated.

When the Revenue page is complete, the user will then click on the Expense button at the lower
right of this window to complete the Expense page, illustrated below.
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Non-Financials Layer

To access the Non-Financials layer, the user will click on the corresponding tab at the top of the
OAR window. As a result the Non-Financials layer will be displayed, as illustrated below.

When the user is creating the initial OAR, this window will display all of the current codes, as
illustrated. 

After saving a page, only those lines containing data (not blanks or zero) will appear on the screen.
Rows/codes may be added back in using the Financial Codes button, as described on page 5.23.
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In both the Financials and Non-Financials layers, there is no total by column at the bottom of the
windows. To observe totaling and subtotaling relating to these figures, the user should view the
corresponding reports. Selecting the Print button at the bottom of the window will cause the Print
dialog box to be displayed, as illustrated below. 

The user will select desired report by clicking on it, and then view the report in print preview by
selecting the View Report button. An example of a previewed report with totals displayed appears
below. To print the previewed report, click on the Print button at the bottom of the window.
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Note that the Complete OAR report cannot be previewed without printing, and when selected the
button will change to Print Report.

On clicking the Print Report button, a message box will be displayed confirming the users desire to
print the report, as illustrated below.

On selecting the Yes button in that window, the report will print.

When all layers of the new OAR have been completed and saved, the report can be submitted from
the Summary layer, by selecting Submit in the Status field, and then saving the record.
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TA Forms

TA Forms is another layer in the Annual Application window, access to which is covered in the first
part of this chapter.

Once in the Annual Application window, the user will click on the TA Forms layer tab, which will
cause the TA Forms window to be displayed, as illustrated below.

This window provides access to all the additional forms needed in the annual application.

To view a filled out form, the user will first select the desired option in the Application Type option
group in the upper left of the window.  The user will then click on the small gray box at the right end
of the TA Form Type field to view a list of forms available for the selected application type.  In this
list the user will click on the desired form type.  This action will cause the selected form to be
displayed in the bottom section of the window.  If the form has already been filled out for the
selected application, the user will be able to view the details here.
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The illustration below shows a retrieved TA Form, for Regular Services, for 5311 Title VI Info.

If the user wants to edit the form, the user will point to the form and double-click.  This action will
cause the WordPerfect program to start, and the selected form will be automatically loaded in to
WordPerfect.

The user may then employ WordPerfect to make such changes as are desired. Note that on
certain items in the document, bubble help indicators will appear, as illustrated at the right.
Simply point and click on these indicators to obtain useful information about completing
the document.

When done in WordPerfect, it is important to leave WordPerfect in the appropriate manner.  DO
NOT SAVE the form in WordPerfect.  Instead, under the File menu in WordPerfect, select
something similar to Update Form.  The exact wording of the command may vary with the version
of WordPerfect, but the idea is to update the form. To return to PTMS, select something similar to
Exit & Return to Form, closing WordPerfect in the process.  As a result the form is stored as a data
object in PTMS, not as a document file in WordPerfect, and is attached to the application.

By storing the forms in PTMS in this manner, they are accessible to the MDOT personnel processing
the application.



Transit Agency - Application

PTMS Page 5.32

New TA Forms

To create a new TA Form, the user must first access the Annual Application window as described
on page 5.2. Then the user will click on the TA Forms layer tab, which will cause the TA Forms
window to be displayed, as illustrated below. 

This window provides access to all of the additional forms needed in the annual application.

To fill out a form, the user will first select the desired option in the Application Type option group
in the upper left of the window.  The user will then click on the small gray box at the right end of
the TA Form Type field to view a list of forms available for the selected application type.  In this
list the user will click on the desired form type. If the selected form has not been created before, the
user will be asked if he/she wants to create a new one, in a small window that appears at the bottom
of the screen, as illustrated below.

 Select the Yes button in the message window to continue the process. This action will cause the
selected form to be displayed in the bottom of the window.
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The user will now point to the form and double-click.  This action will cause the WordPerfect
program to start and the selected form will be automatically loaded in to WordPerfect.  The user may
then employ WordPerfect to fill in the form.

The user may then employ WordPerfect to make such changes as are desired. Note that on
certain items in the document bubble help indicators will appear, as illustrated at the right.
Simply point and click on these indicators to obtain useful information about completing the
document.

When done in WordPerfect, it is important to leave WordPerfect in the appropriate manner.  DO
NOT SAVE the form in WordPerfect.  Instead, under the File menu in WordPerfect, select
something similar to Update Form.  

The exact wording of the command may vary with the version of WordPerfect, but the idea is to
update the form. To return to PTMS, select something similar to Exit & Return to Form, closing
WordPerfect in the process.  As a result the form is stored as a data object in PTMS, not as a
document file in WordPerfect, and is attached to the application.

IMPORTANT: If a user is planning to create multiple forms in one session, the user must be sure
to save each form by selecting the Save command under the Options menu button prior to working
on another form, or the data entered into the prior form will be lost.

By storing the forms in PTMS in this manner, they are accessible to the MDOT personnel processing
the application.
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Overview

This chapter will focus on the use of the Vehicle layer in the Transit Agency window.  We have
always requested a vehicle inventory with your annual application – now we will just ask you to
verify your inventory at the time you do your annual application.  If you find problems with your
inventory that you are not able to correct, please contact Jill Adams at (517) 373-2307 or e-mail:
adamsji@mdot.state.mi.us.

Accessing Vehicle Information

To access transit vehicle information, the user must first start PTMS as discussed starting on page
2.3. Then the user must locate the record for the transit agency for which vehicle information is
desired, as discussed starting on page 3.2.  Once the correct record is located, the user will point to
and double-click on the desired agency in the Open TA window.  As a result of this action the
Transit window opens for the selected agency.  Note that in the illustration below, it is the
GOGEBIC COUNTY PUBLIC TRANSIT window.  
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The Profile layer is active by default.  To access the Vehicle information the user will now click on
the Vehicle layer tab.  The Vehicle list will then become visible, as illustrated below.

You will see a list of all the vehicles assigned to that agency.  Fill in the Total Reserve and Total
at Peak Hour text boxes. 

Note that the table section of the window can be sorted as described in Chapter 2.  This may help the
user locate the desired vehicle record (row), which the user must do to access and edit existing
information.  Once the record is located, the user will point to and double-click on that record to
access the Vehicle window illustrated on the next page.

By clicking on the Options command menu button, and selecting New Vehicle from the displayed
menu, an empty version of the following window will be displayed for the entry of the indicated
information for the new vehicle.
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Vehicle – Characteristics

When the user double-clicks on a given record in the Vehicle list window illustrated on the previous
page, the Vehicle window illustrated below opens, having window layers for Characteristics,
Condition, Financials, and History.  By default, the Characteristics layer is displayed.

This window provides information concerning the vehicle ID, specifications, and status. 
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Vehicle – Financials

Once the user has accessed the Vehicle window, as described in the previous section, the user can
access the Financials layer by clicking on the Financials layer tab.  This action will cause the
Financials layer to be displayed, as illustrated below.

This window gives you purchase information (grant number, purchase price, etc.) and improvement
information (rehabs, remanufacture, etc.) with a history of the improvements visible in the history
box.  Improvements will be entered either by you or MDOT personnel, depending on what type of
funds were used for the improvement.
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Vehicle - History

Once the user has accessed the Vehicle window, as described in the previous section, the user can
access the History layer by clicking on the History layer tab.  This action will cause the History
layer to be displayed, as illustrated below.

This window gives the user information regarding where the vehicle has been, and the dates when
it was moved. Entries in the History layer are triggered by a change in status.
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Overview

This chapter will focus on the use of the Equipment layer in the Transit Agency window.  We are
requesting that you enter your equipment valued over $5,000 into the equipment inventory.  Entering
information for equipment less than $5,000 in value is optional. This chapter discusses the windows
to be used for this data entry.

Accessing Equipment Information

To access transit agency equipment information, the user must first start PTMS as discussed starting
on page 2.3. Then the user must locate the record for the transit agency for which equipment
information is desired as discussed starting on page 3.2.  Once the correct record is located, the user
will point to and double-click on the desired agency in the Open TA window.  As a result of this
action the Transit window opens for the selected agency.  Note that in the illustration below, it is the
GOGEBIC COUNTY PUBLIC TRANSIT window.

The Profile layer is active by default.  To access the equipment information the user will now click
on the Equipment layer tab to the right of the Profile tab.  
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The Equipment layer will then become visible, as illustrated below.

You will see a list of all the equipment owned by the selected agency.

Note that the list in the table form section of the window can be sorted as described in Chapter 2.
This may help the user locate the desired equipment record (row), which the user must do to access
and edit existing information.  Once the record is located, the user will point to and double-click on
that record to access the Equipment window illustrated on the next page.

By clicking on the Options command menu button, and selecting New Equipment from the
displayed menu, an empty version of the following window will be displayed for the entry of the
indicated information for the new equipment.
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Equipment – Characteristics

When the user double-clicks on a given record in the Equipment list window illustrated on the
previous page, the Equipment window illustrated below opens, having window layers for
Characteristics and Condition.  By default, the Characteristics layer is displayed.

This screen includes information such as contract number, purchase price, and a description of the
equipment.
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Equipment  - Condition

 Once the user has accessed the Equipment window, as described in the previous section, the user
can access the Condition layer by clicking on the Condition layer tab.  This action will cause the
Condition layer to be displayed, as illustrated below.

This window allows the user to calculate the health index and remaining service life based on the
age of the equipment.  There is also a space to make comments regarding the physical condition of
the equipment.  You may view historical information by using the scroll bar on the Evaluation Date
box and choosing one of the dates listed.
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Overview

This chapter will focus on the use of the Facilities layer in the Transit Agency window. We request
that you enter your facilities into the facility inventory. 

Accessing Facility Information

To access transit agency facility information, the user must first start PTMS as discussed starting on
page 2.3.  Then the user must locate the record for the transit agency for which facility information
is desired as discussed starting on page 3.2.  Once the correct record is located, the user will point
to and double-click on the desired agency in the Open TA window.  As a result of this action the
Transit window opens for the selected agency.  Note that in the illustration below, it is the
GOGEBIC COUNTY PUBLIC TRANSIT window.

The Profile layer is active by default.  To access the facility information the user will now click on
the Facilities layer tab to the right of the Profile tab.  The Facilities layer will then become visible,
as illustrated on the next page.
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You will see a list of all the facilities used by the selected agency.

Note that the list in the table form section of the window can be sorted as described in Chapter 2.
This may help the user locate the desired facility record (row), which the user must do to access and
edit existing information.  Once the record is located, the user will point to and double-click on that
record to access the Facility window illustrated on the next page.
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By clicking on the Options command menu button, and selecting New Facility from the displayed
menu, an empty version of the following window will be displayed for the entry of the indicated
information for the new facility.
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Facility – Characteristics

When the user double-clicks on a given record in the Facility list window illustrated on the previous
page, the Facility window illustrated below opens, having window layers for Characteristics,
Condition, and Improvements.  By default, the Characteristics layer is displayed.

This window, which gives the location of the facility, also contains what it is used for, details
regarding the structure, and financial information such as grant numbers and cost.
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Facility – Condition

Once the user has accessed the Facility window, as described in the previous section, the user can
access the Condition layer by clicking on the Condition layer tab.  This action will cause the
Condition layer to be displayed, as illustrated below.

This window allows the user to give the facility a structural evaluation score and a financial
evaluation score, and to make general comments about the facility.  The design service life, age,
health index, and remaining service life are automatically calculated.  Past evaluations can be viewed
by using the scroll bar on the Evaluation Date box and selecting a previous date.

To enter a new evaluation click on the Options command menu button and select New Condition
from the displayed menu.  A blank condition form will be displayed for the entry of the new
evaluation.
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Facility – Improvements

Once the user has accessed the Facility window, as described in the Characteristics section, the user
can access the Improvements layer by clicking on the Improvements layer tab.  This action will
cause the Improvements layer to be displayed, as illustrated below.

This window allows users to record improvements that have been done to the facility and view a
history of all improvements.
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Overview

This chapter will focus on the use of the Operating Report layer in the Transit Agency window.
This window provides the user Access to all operating reports that have been submitted by this
agency (including all annual operating requests (budgets), quarterly operating assistance reports, and
annual reconciled and audited reports). Users can also create and submit new OARs from this
window. Details of creating a new budgetary OAR associated with a new annual application are
covered in the Application section. See page 5.21.

Accessing Operating Assistance Report Information

To access transit agency operating assistance report information, the user must first start PTMS as
discussed starting on page 2.3. Then the user must locate the record for the transit agency for which
OAR information is desired as discussed  starting on page 3.2.  Once the correct record is located,
the user will point to and double-click on the desired agency in the Open TA window.  As a result
of this action the Transit window opens for the selected agency.  Note that in the illustration below,
it is the ISABELLA CO TRANSPORTATION COMMISSION window.
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The Profile layer is active by default.  To access the OAR information the user will now click on the
Operating Reports layer tab at the right end of the window.  The Operating Report List window
will then become visible, as illustrated below.

To examine details of a given operating request, the user will locate it in this list, employing the
scroll bars as required, and then double-clicking in the row of the desired request.  As a result of this
action the OAR window is displayed, as illustrated on the next page.

Note that the list in the table form section of the window can be sorted as described in Chapter 2.
This may help the user locate the desired record (row), which the user must do to access and edit
existing information.
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The OAR window is a multi-layered window, and by default the Summary layer is active when it
is opened, as in the illustration above.

In this window the user can view summary details of the selected operating report, and edit the report
if in a Pre_submit status. 

Any changes made to a report can be saved by selecting the Save button, and this window can be
closed by selecting the Close button, both at the bottom of this window. The function of the Print
button will be covered on page 9.9.

By clicking on the Financials layer tab, the Revenue window is displayed, as illustrated on the next
page.
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In this window the user can view/edit revenue schedule details of the selected operating request.

Note that the format of this layer will depend upon the given transit agency, the service area, and the
service type.  The illustration above is for Nonurban County, Regular Service. Though the format
and content may vary, the functionality is the same for all formats.

Note that which rows are displayed in this window will depend upon the rows that contained data
when the report was saved. If a user needs to add a row that is not present, it can be added through
clicking on the Financial Codes button to display the Financial Codes window, as illustrated at the
top of the next page.



Transit Agency - Operating Assistance Report

PTMS Page 9.6

The user will locate the desired code by using the vertical scroll bar. When the desired row is
located, the user will point to it and double-click to place the code in the Selected Codes section at
the right of the window, as illustrated below.
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When all codes to be added have been collected in the Selected codes list, the user will click the
Insert button at the bottom of the window. This action will close the Financial Codes window, and
return the user to the Financials layer with the new code lines inserted. 

NOTE: The user must enter the desired data in the new code lines prior to saving the window.
When the Save is performed, any lines with data fields that are empty, or contain only zeroes, are
eliminated. 

By clicking on the Expense button at the lower right of the window,  the Expense page  is displayed,

as illustrated below.

If the user needs to add additional codes that are not present, the user will follow the same Financial
Codes process discussed starting on page 5.
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By clicking on the Non-Financials layer tab, the  window illustrated below is displayed.

In this window the user can view/edit non-financial details of the selected operating request.

Note that the format of this layer will depend upon the given transit agency, the service area, and the
service type.  The illustration above is for Nonurban County, Regular Service.  Though the format
and content may vary, the functionality is the same for all formats.

Note that which rows are displayed in this window will depend upon the rows that contained data
when the report was saved. If a user requires a row that is not present, it can be added through the
use of the Financial Codes button at the upper right of the window. See the explanation of the
Financial Codes button starting on page 9.5.

When done with the OAR window, the user can close it and return to the Operating Report List
window.
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Note that in both the Financials and Non-Financials layers, there is no total by column at the bottom
of the windows. To observe totaling and subtotaling relating to these figures, the user should view
the corresponding reports. Selecting the Print button at the bottom of the window will cause the
Print dialog box to be displayed, as illustrated below. 

The user will select desired report by clicking on it, and then view the report in print preview by
selecting the View Report button. An example of a previewed report with totals displayed appears
below. To print the previewed report, click on the Print button at the bottom of the window.
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Note that the Complete OAR report cannot be previewed without printing, and when selected the
button will change to Print Report.

On clicking the Print Report button, a message box will be displayed confirming the users desire to
print the report, as illustrated below.

On selecting the Yes button in that window, the complete report will print.
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New Operating Assistance Report

To create a new Operating Assistance Report, the user must first access the Operating Request List
window, as described starting on page 9.3.

Once in that window, the user will click on the New OAR button at the bottom of the window. As
a result the user will be prompted to indicate which service the new request is for, as illustrated
below.

The user will select the desired Service Area/Service Type by clicking in the appropriate row, and
select the OK button.  Note that even if only one row is displayed, as illustrated above, the user must
still click in the row prior to clicking OK.

As a result a New Operating Assistance report window is opened, with the Summary layer
displayed, as illustrated on the next page.
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To set up a new report the user will fill in the Report Fiscal Year, Report Type, and Comments
fields. Entering this information will trigger automatic population of the Begin Date and End Date
fields. Information is stored by clicking the Save button at the bottom of the window.

Note that the format of all layers will depend upon the given transit agency, the service area, and the
service type.  The illustration above is for Nonurban County, Regular Service.  Though the format
and content may vary, the functionality is the same for all formats.

The user can now access the Financials, and Non-Financials layers as appropriate to enter necessary
information.  Note that the Financials layer contains pages for Revenue and Expense. The user
should save all changes in each layer before changing layers. Once a page has been saved, only those
rows containing data (no blanks or zeroes) will appear on the screen. 

If the user requires a row that is not present, it can be added through the use of the Financial Codes
button at the upper right of the window. See page 9.5 for details. To see totals for financial and non-
financial data the user will need to view reports using the Print button. See page 9.9 for more details.

The default status for a new Operating Request is Pre submit.  Once the report is complete the
Transit Agency can submit the report by changing the Status to Submit and saving. The date the
report is saved in Submit status for the first time will be recorded in the Initial Submit Date field.
This  date field will not change on resubmittal.  If a resubmission of the OAR is required, your
project manager must change the status to Resubmit, which will enable the Transit Agency to revise
the report and submit again.  Other possible statuses are PAS Approved, PAS Denied, and PM
Approval.  By monitoring the status of the OAR, the transit agency can follow its progress.
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Overview

The Statewide Vehicle List in PTMS allows users to quickly view a list of all vehicles from all
transit agencies across the state.  This list can be filtered and sorted to assist the user in locating a
specific vehicle, and once found, the user can open data windows that provide information
concerning the vehicle’s characteristics, condition, financials, and history.

Accessing the Statewide Vehicle List

To access the list, the user must first start PTMS, as described starting on page 2.3.  If the Public
Transportation Gateway window is displayed, the user can they select View Vehicle List in the
window, and click OK.

If the Gateway window is not displayed, the user can select File/ Open/Vehicle from the PTMS
Main Menu window.

As a result of either of the above actions, the Open Vehicle window is displayed, as illustrated

below.
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Since there may be a large number of records to examine, PTMS provides a number of functions to
assist the user in locating the desired record.  The use of these functions will be covered in the
following sections.

Filtering

Filtering is the process of specifying certain criteria that the vehicle records need to match in order
to be displayed in the list at the bottom of the Open Vehicle window.

The lower section of the window will be in table format, with multiple rows and columns.  Each row
represents one vehicle, and each column represents one field of information within the vehicle
record.  To access information on a given vehicle, the user will need to locate and select the desired
record in this table.  The user can employ the vertical scroll bar provided to move through the list
of records.  By filtering the list of vehicles, fewer vehicles will appear in the list.  With fewer
vehicles in the list, the user will be able to locate the desired record with less effort.

The top of the Open Vehicle window is where the filtering options are located.  The State
Wide/Urban/Non Urban sections and the Vehicle Category, Improvement Type, and Purchase
Reason sections are where criteria are indicated as check box fields.

The presence of a mark in a check box indicated that the table section of the window will display
vehicle records meeting that criteria.  Note in the diagram on the previous page that all the boxes are
checked, so records of all types will be retrieved.  Removing a mark from a check box will cause
transit agency records of that type not to be displayed.  For example, if the mark was removed from
the Metro box, then vehicles from the Urban/Metro transit agencies will not be displayed in the list.

The user may remove and add a mark to a check box by clicking in the box, or on the field name
associated with the box.  So to remove the mark In the Metro box, the user will click in that box,
or on the word Metro.  The same action will place a mark in an empty box.  To remove or add
groups of labels, the user can click on the section label names, which are also command buttons.
By clicking on State Wide, marks will be removed or added to all check boxes in the Urban and
Non Urban sections..  The user can also click on Urban or Non Urban to add or remove all marks
in those sections respectively.  There are no buttons for the Vehicle Category, Improvement Type,
and Purchase Reason sections.  Each mark must be removed or added individually.

Once all changes in marked boxes have been made, the user will need to click on the Apply button,
in the Selection group, at the right of the top section of the Open Vehicle window.  This action
causes PTMS to refresh the list of displayed vehicle records so that the ones meeting the marked
criteria are displayed.
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An illustration of the Open Vehicle window with retrieved records appears below.

By removing or adding marks as appropriate, the user can restrict the displayed vehicles to a smaller
list that will be easier to search. 
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Custom TA List

In certain cases a PTMS user may desire to view only a very particular set of vehicle records that the
filtering process discussed on the previous page does not produce.

Starting on page 3.4 this manual discusses how to build a custom filter set of transit agencies.  If
such a list has been built for filtering transit agencies in the Open TA window, PTMS will allow
users to view vehicle records associated with only the agencies in that custom TA list by selecting
the Custom TA List check box at the upper right of the State Wide group.

To return to the full vehicle list the user can unmark the Custom TA List check box, set the desired
criteria, and click on Apply.

Sorting

Even after filtering the vehicle records, there may still be a large number of records through which
the user must search to locate the vehicle record for which information is desired.  To assist in this
search, PTMS provides the user the ability to sort the list of records by any displayed field, or by
multiple fields.  Sorting the records in a certain order may assist the user in quickly locating the
desired record.  

To sort the table section of the Open Vehicle window on one of the displayed fields, the user will
begin by clicking anywhere in the column representing the field by which the table will be sorted.
Then while pointing the muse at this column, the user will press the right mouse button to activate
the shortcut menu.  From this menu the user will select the Sort command.  As a result of this action
the table will sort in ascending order by the selected column (field).  To sort in descending order, the
user will simply perform the identical operation again.

Note that any sorting performed is in effect only while the Open Vehicle window is open.  Once the
window is closed and reopened, the sort order will revert to its default setting.

Another option available in the Open Vehicle window is the ability to sort by more than one field
at once.  This is called Sort+.  To perform this multi-field sort, the user will display the shortcut
menu as discussed earlier, and then select the Sort+ command.  As a result of this action the Sort
window illustrated at the top of the next page is opened.
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In the Name column will be the names of fields by which the table can be sorted.  The Sort Order
column indicates the priority sort order of the multiple sort fields selected.  The A/D column
indicates whether the sort order is to be ascending or descending for selected sort fields.

To select a field to sort by, the user simply clicks in the Sort Order column of the desired field.  The
first row clicked in becomes the number 1 priority sort field, the second 2, and so on.  Each sort field
selected is set to ascending (A) by default, but by clicking in the A/D column the user can change

the A to D (descending).  The diagram below illustrates a two key sort on Type and Status.  Type is
the primary sort key, and Status secondary.  Type and Status will sort ascending.

Once the sort keys are set up as desired, the user will click on the Sort It button to close this window
and have the table sorted as desired.  The Clear button cleans out all currently indicated sort key
information.  The Cancel button closes this window without performing any sort indicated.
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Accessing Vehicle Information

Once the user has employed filtering, sorting, and scrolling as required to locate the desired vehicle
record, the user can now access more information concerning the vehicle by pointing to the vehicle
record (row) and double-clicking the mouse.  As a result of this action the Vehicle window is opened
as illustrated below, with the Characteristics window layer active.

When using double-clicks on a given record in the Vehicle list window illustrated on the previous
page, the Vehicle window illustrated below opens, having window layers for Characteristics,
Condition, Financials, and History.  By default, the Characteristics layer is displayed.

This window provides information concerning the vehicle ID, specifications, and Status.  This
window is read-only for most users.
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Vehicle – Condition

Once the user has accessed the Vehicle window, as described in the previous section, the user can
access the Condition layer by clicking on the Condition layer tab.  This action will cause the
Condition layer to be displayed, as illustrated below.

This screen stores the annual inspection information.

The condition ratings were made part of the TMS so we (PTD) could eventually include them in a
formula, along with age and mileage, to create the “Health Index (HI) and Remaining Service Life
(RSL) of a vehicle.  The initial HI and RSL formulas are included in the appendix of this User’s
Guide.  We will be collecting condition data over the next couple of years with the sole purpose of
testing (and possibly changing) our HI and RSL formulas and determining how they can be used in
replacement criteria.  For at least the next two years we will be using the same replacement criteria
as in the past (age and miles).  Using the scroll bar on the evaluation date box you can choose other
years and view the condition ratings assigned that year.
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Vehicle – Financials

Once the user has accessed the Vehicle window, as described in the previous section, the user can
access the Financials layer by clicking on the Financials layer tab.  This action will cause the
Financials layer to be displayed, as illustrated below.

This window gives you purchase information (grant number, purchase price, etc.) and improvement
information (rehabs, remanufacture, etc,) with a history of the improvements visible in the history
box.  Improvements will be entered either by you or MDOT personnel, depending on what type of
funds were used for the improvement.



Statewide Vehicle List

PTMS Page 10.10

Vehicle – History

Once the user has accessed the Vehicle window, as described in the previous section, the user can
access the History layer by clicking on the History layer tab.  This action will cause the History
layer to be displayed, as illustrated below.

This window gives the user information regarding where the vehicle has been, and the dates when
it was moved.
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Overview

Note: All Performance Measures are currently under construction due to the recent changes made
to the PTMS financial database. The Financial layer is expected to be available in mid-December,
1998. Other layers will be available as changes are completed. 

Within PTMS are a number of transit performance indicators are calculated from the financial and
non-financial data submitted in the Operating Assistance Reports. The indicators are separated into
three groups: Financial, Service Operations, and Fleet Utilization. This chapter will concentrate on
the access and use of these measures, including filtering and retrieval, use of ranges, and graphing.

For six (6) of the indicators, standards have been established for each transit agency type. These
standards set “normal” ranges of performance for each of the six.  They are:

� Farebox as a percent of cost (farebox recovery ratio)
� Cost per passenger
� Passengers per vehicle hour
� Passengers per vehicle mile
� Cost per vehicle mile
� Cost per vehicle hour

More standards and ranges will be available in future releases of the PTMS.

Accessing Performance Measures

To access the transit performance measures, the user will first start PTMS as discussed starting on
page 2.3. If the Public Transportation Gateway window is displayed, the user can click on Cancel
to close that window. 

Once in the PTMS Main Menu window, the user can access the performance measures by selecting
Tools | Performance Measures from the menu bar. As a result of this action the Performance
Measure Filter window is displayed, as illustrated on the next page.

This window allows the user to control which records will be used in calculating the performance
measures. The user has three areas in which filter criteria can be selected, Years, View, and Scope.
The user can click on a year to select or deselect that year. More than one year may be selected. The
default selection in the View option group is Reconciled, but the user can change that to Budgeted
or Audited. 
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If the user wishes to specify a scope of either a transit agency type, or a specific transit agency, the
user will place a mark in the Scope check box, which will activate the Select Scope command
button, as illustrated below. Also note the selected years.
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To specify a scope of other than STATEWIDE, the user will click on the Select Scope command
button, which causes the Scope window to be displayed, as illustrated below.

The user can now select TA Type or TA Name in the Scope option group, and then use the
associated picklist fields to select the desired TA Type or TA Name. Once the desired criteria has
been indicated, the user will click the OK button to return to the Performance Measure Filter
window.  

Once the desired criteria are specified in that window, the user can click OK again, which will open
the Performance Indicator window, as illustrated on the next page.
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The records listed will be those meeting the specified filter criteria, and the FINANCIAL layer will
be active as illustrated. 
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Performance Indicators - Financial

Access to the Performance Indicators window is covered in the previous section. Once  the
window is open with the FINANCIAL layer active, the user can employ the horizontal and vertical
scroll bars to view all of the listed indicators for all of the listed transit agencies.

The following is a list of the Financial performance indicators. A variety of additional indicators may
be created using the ad hoc query tool, InfoMaker.

Total eligible expenses Farebox per passenger

Federal funds to total eligible expenses Cost per mile *

State funds to total eligible expenses Cost per hour *

Local share to total eligible expenses Total eligible expense per population

Farebox Recovery Federal funds per population 

Eligible administrative expenses to total
eligible expenses

State funds per population

Eligible operational expenses to total
eligible expenses

Local funds per population

Eligible maintenance expenses to total
eligible expenses

Farebox per population

Total eligible expenses per passenger * Cost per vehicle

Federal funds per passenger Maintenance cost per mile

State funds per passenger Maintenance Cost per hour 

Local funds per passenger

* Standards available

The user can also filter, sort, and graph the records contained in this window. These functions will
be covered later in the chapter.



Performance Measures

PTMS Page 11.7

Performance Indicators - Service Operations

Access to the Performance Indicators window is covered in a previous section. Once  the window
is open with the FINANCIAL layer active, the user click on the SERVICE OPERATIONS
window tab to access that layer, as illustrated below. 

The user can employ the horizontal and vertical scroll bars to view all of the listed indicators for all
of the listed transit agencies.

The following is a list of the Service Operation performance indicators. A variety of additional
indicators may be created using the Ad Hoc query tool, InfoMaker.



Performance Measures

PTMS Page 11.8

Total passengers Passengers per 1,000 population

% elderly passengers to total Passengers per square mile

% persons with disabilities to total Vehicle miles per 1,000 population

% elderly persons with disabilities to total Vehicle miles per square mile

Total vehicle hours Vehicle hours per 1,000 population

Total vehicle miles Peak vehicles per 1,000 population

Passengers per hour * Peak vehicles per square mile

Passengers per mile * vehicle miles per employee

Passengers per employee Vehicle hours per employee

* Standards available
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Performance Indicators - Fleet Utilization

Access to the Performance Indicators window is covered in a previous section. Once  the window
is open with the FINANCIAL layer active, the user click on the FLEET UTILIZATION window
tab to access that layer, as illustrated below. 

The user can employ the horizontal and vertical scroll bars to view all of the listed indicators for all
of the listed transit agencies.

The following is a list of the Fleet Utilization performance indicators. A variety of additional
indicators may be created using the Ad Hoc query tool, InfoMaker.
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Total vehicles Average miles per vehicle per day - line-
haul and demand response

Number of peak vehicles Average hours per vehicle per day - line-
haul and demand response

Spare ratio Average age of fleet

Number of line-haul vehicles Average health index (HI)

% of line-haul vehicles with lifts Average remaining service life (RSL)

Number of demand response vehicles Vehicle miles per total maintenance
hours

Number of demand response vehicles
with lifts

Vehicle miles per total preventive
maintenance hours

Annual miles per vehicle - line-haul &
demand response

Maintenance hours per vehicle

Annual hours per vehicle - line-haul and
demand response

Preventive maintenance hours to total
maintenance hours

* Standards available
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Ranges

Each of the three Performance Indicator windows has an associated Ranges window that shows the
minimum and maximum value of each performance indicator field for the records selected through
the Performance Measure Filter window.

To access the Ranges window, the use will first make the desired Performance Indicator layer active
by clicking on the appropriate layer tab. Once the layer is active, the user will click the Options
command menu button, and select Ranges from the menu displayed. As a result of this action the
Ranges window for the active layer will open. The Ranges window associated with the FINANCIAL
layer is illustrated below. The other Ranges windows are similar in format and operation.

The user can employ the vertical scroll bar to view the ranges for all Performance Indicators. When
through with this window, the user can click the Close button at the lower right of the window.
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Sorting

PTMS provides the user the ability to sort the list of transit agency records by any displayed field,
or by multiple fields. Sorting the records in a certain order may assist the user in quickly locating a
desired record.

To sort the table section of the Performance Indicator window, which ever layer is active, on one
of the displayed fields, the user will begin by clicking anywhere in the column representing the field
by which the table will be sorted. Then while pointing the mouse at this column, the user will press
the right mouse button to activate the shortcut menu. From this menu the user will select the Sort
command. As a result of this action the table will sort in ascending order by the selected column
(field). To sort in descending order, the user will simply perform the identical operation again. 

Note that any sorting performed is in effect only while the Open TA window is open. Once the
window is closed and reopened, the sort order will revert to its default setting. 

Another option available is the ability to sort by more than one field at once. This is called Sort+.
To perform this multi-field sort, the user will display the shortcut menu as discussed earlier, and then
select the Sort+ command. As a result of this action a Sort window similar to the one illustrated
below is opened.

In the Name column will be the names of fields by which the table can be sorted. The Sort Order
column indicates the priority sort order of the multiple sort fields selected. The A/D column indicates
whether the sort order is to be ascending or descending for selected sort fields. 

To select a field to sort by, the user simply clicks in the Sort Order column of the desired field. The
first row clicked in becomes the number 1 priority sort field, the second 2, and so on. 
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Each sort field selected is set to ascending (A) by default, but by clicking in the A/D column the user
can change the A to D (descending). The diagram below illustrates a two key sort on Year and
Transit Agency Name. Year is the primary sort key, and Transit Agency Name secondary. Year will
sort descending, and Transit Agency Name ascending.

When the sort keys are set up as desired, the user will click on the Sort It button to close this
window and have the table sorted as desired. The Clear button clears out all currently indicated sort
key information. The Cancel button closes this window without performing any sort indicated.



Performance Measures

PTMS Page 11.14

Filtering

PTMS provides the user the ability to add more filters to the Performance Indicator window than
were specified in the Performance Measure Filter window covered earlier in this chapter. One reason
that a user might care to add more filters is to view only a more restricted set of records. Another
reason is perhaps the user wants to create a specific filter set for graphing purposes, which will be
covered in the next section. 

To perform filtering in either of the three Performance Indicator window layers, the user will point
to the table area of the window, and then right click the mouse to display the shortcut menu. From
the shortcut menu the user will select the Filter command. This action causes a Filter Performance
Indicators window to open, as illustrated below. The exact contents of the window will depend
upon the Performance Indicator layer that is active when the Filter command is executed. The
illustration below is for the Financial layer.

In the Name column at the left is a list of all fields in the active layer upon which filters can be built.
The next unlabeled column to the right contains the relational operators for building the filter
conditions. By pointing to the = (equals sign) and clicking the left mouse button, the user can scroll
through a selection of operators, which includes > (greater than), < (less than), and <> (not equal to).

The Value column will contain the criteria value determining which records are retrieved. The user
can enter the desired value directly, such as typing HARBOR TRANSIT in the Value column, to the
right of the Transit Agency Name field. Instead of typing the value, the user can click in the Value
column to the right of the field for which a value is to be entered, and then click on the Values
command button. As a result of this action a window will open which lists acceptable values for the
given field. The diagram on the top of the next page illustrates the result of clicking the Values
button while the Value cell to the right of the Transit Agency Name field is active.
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As expected, a list of Transit Agency Names is presented for selection. The user will employ the
vertical scroll bar if necessary to locate and click on the desired value in the list, and then click the
Close button. This action will return the selected value to the Filter window. The illustration below
results from selecting GREENVILLE TRANSIT and clicking Close.
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If the filter was now complete, the user would click on the Filter it button to return to the
Performance Indicator window with only the records meeting the indicated filter visible. By clicking
on Cancel, the user would be returned to the Performance Indicator window with no additional
filtering applied. To clean out all entered criteria and start with a clean Filter window, the user would
click on the Clear button. To get help concerning the Filter window, the use can click on Help.

The Or button is clicked only when the user wants to add another criteria value to one that already
has a value. For example, the filter illustrated at the bottom of the previous page has a criteria
Transit Agency Name = GREENVILLE TRANSIT. Suppose the user wanted to view data for
Harbor Transit at the same time. The user would first click on the GREENVILLE TRANSIT value
to make that row active, and then click on the Or button. As a result a new Transit Agency Name
row would be created, and an or placed in the or column at the right, as illustrated below.

To complete this filter criteria, the user could either type HARBOR TRANSIT below GREENVILLE
TRANSIT, or use the Values button to select HARBOR TRANSIT. The result would be as below.



Performance Measures

PTMS Page 11.17

Clicking in the or column in the cell to the right of the Name field to be duplicated provides the
same result as clicking the Or button while the correct Name row is active.

Criteria can be added to other Name fields as well. Suppose the user wanted information for the two
transit agencies indicated, but only for years earlier than 1996. The user would move to the Year
row, point to the equal sign in the second column, and click the left mouse as many times as
necessary until a < (less than sign) appears. The user will then click in the Value column, in the cell
to the right of the less than sign, and type in 1996, or click on the Values button, and select 1996.
When through, the results would appear as below.

Criteria in fields that are not joined by an OR as explained above are assumed to the joined by a
logical AND. This means that the window above is going to be interpreted by PTMS as follows:

 (Transit Agency Name = GREENVILLE TRANSIT AND Year < 1996) OR
 (Transit Agency Name = HARBOR TRANSIT AND Year < 1996)

This means that only Greenville Transit records before 1996 and Harbor Transit records before 1996
will be displayed. The AND condition assumes both criteria must be true for the record to be
displayed. The OR condition will display a record if either criteria is true.

If the filter was now complete, the user would click on the Filter it button to return to the
Performance Indicator window with only the records meeting the indicated filter visible. By clicking
on Cancel, the user would be returned to the Performance Indicator window with no additional
filtering applied. To clean out all entered criteria and start with a clean Filter window, the user would
click on the Clear button. 
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The Complex button can be selected by the user while in any Value field to open the Specify Filter
window illustrated below.

This window is similar to the “expression builder” window found in many database applications. By
using the Functions, Columns, and command buttons available, the user can build complex filter
expressions. Users familiar with use of such a tool will have no problem using it. 

In depth instruction in use of this tool is beyond the scope of this manual.
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Graphing

The ability to graph data in a table window is found in a number of places in PTMS. This manual
will  explain graphing in conjunction with the Performance Indicator window, but the same
principles and methods will apply anywhere graphing is available.

The first step in creating a graph in any of the three Performance Indicator layers (Financial, Service
Operations, Fleet Utilization) is to filter the window as described in the previous section so that the
records that are to be the basis of the graph are the only ones displayed.

Once the window is ready for graphing, the user will point to the table section of the window, click
the right mouse button to display the shortcut menu, and select Graph from the menu displayed. As
a result the Specify Graph Data window is displayed, as illustrated below.

Under Column at the left is all fields in the active table upon which a graph can be built. The vertical
scroll bar allows access to fields not currently in view. 

Under Axis to the left is an option group in which the user can indicate if the given field is to be
placed on the X or Y-axis of the graph, or not be placed at all (None). Only one field can be placed
on the X-axis. Note that the default setting for all fields is None, even though the value is not
currently indicated. The None option can be used to remove a value from an axis that has been
previously placed there. Do not use the Clear button to try to remove an individual Column, as
Clear will remove ALL entries made in this window.
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The Numeric Functions column allows a user to involve the given Column field in calculations
concerning the values in the field, such as average, count, sum, and graph the calculated result. These
options are available only for numeric fields. 

The Custom Label column allows users to enter a name other than that indicated in the Column
field to be displayed on the graph. For example, in the illustration above, the user might want to add
a column label Transaction Agency Type for the field tran_agn_type. 

The Title field at the top of the window is editable, and the user can enter the title to appear on the
graph as desired.

Once the user has made the desired selections, the Specify Graph Data window might look as
follows.

When all settings and entries are made as desired, the user will click on the Graph command button
at the bottom of the window. As a result the Graph window is displayed for indicated specifications,
as illustrated on the next page.
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The user can now view the graph, print it by clicking on the Print button at the lower right of the
window, or close it via the Close button.
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The default graph type is Column, as illustrated above. The user can change the type of graph by
closing the graph, which returns the user to the Specify Graph Data window. In that window the
user can click on the Modify... button at the bottom of the window. As a result the Select Graph
Type window is displayed, as illustrated below.
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The user can now click on the desired graph type, and then click on OK. For example, suppose the
user selected the 2D - Pie type. When the user clicks on Graph again, the result is illustrated below.
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Below is an example of a bar graph with three fields graphed per agency.

Note that graphs or graph settings cannot be saved, and if the Specify Graph Data window is closed
and reopened, all previously entered settings will be lost. It may be wise to manually note all graph
entries and settings for any graphs that will have to be recreated on a regular basis.
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Overview

This chapter will cover the access and use of the Goal Association and Objectives and Actions
windows, including use of the selection window, and access of the associated detail windows.

Accessing Goals, Objectives, Actions Information

To access the goals, objectives, actions information the user will first start PTMS as discussed
starting on page 2.3. If the Public Transportation Gateway window is displayed, the user can click
on Cancel to close that window. 

Once in the PTMS Main Menu window, the user can access the performance measures by selecting
Tools | Goals, Objectives and Actions from the menu bar. As a result of this action the Goals,
Objectives and Actions filter window is displayed, as illustrated below.

This window allows the user to locate and select the plan record to be accessed. The user will
employ the associated picklist fields to select the Owner Type and, if appropriate, the desired Owner
from the Owner List. Directly as a result of these selections, the list in the Matching Plans section
will  contain only plans meeting the indicated filter criteria.
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Once the desired filters are in place, the user will employ the vertical scroll bar if necessary to locate
and select the plan record (row) for which information is desired. The user will then point to and
double-click on the desired plan. As a result of this action the Goals, Objectives and Actions data
window will open, as illustrated below, with the details of the indicated plan displayed.

This window has two layers, one for Goal Association, and one for Objectives and Actions. The
user can make either layer active by clicking on the appropriate layer tab. The Goal Association
layer  is active by default, as illustrated above.
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Goal Association

The user will access the Goal Association layer of the Goals, Objectives and Actions window as
described in the previous section. This layer displays the Goal Summary window.

The Goal Summary window is divided into three related sections: Plan’s Goals, Associated
Objectives and Actions, and Associated Performance Measures. The Plan’s Goals section is
divided into a number of rows, each with a Number, and an associated Goal Description. The
Associated Objectives and Actions section is divided into a number of rows also, each with a
Number and an Objectives and Actions Description. The Associated Performance Measures
section has three fields for Performance Measure Description, Management System, and
Threshold Description.

The sections are related in that the content of the lower sections depend upon the record (row) that
is active in the Plan’s Goals section. Selecting a different numbered row in the Plan’s Goals section
will cause different records to be displayed in the Associated Objectives and Actions section, hence
the name Associated. The objectives and actions there tie specifically to the plan goal selected.

By clicking in the desired rows, the user can view goal, objective, and action information.
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Objectives and Actions

Once the user has accessed the Goals, Objectives and Actions window as described earlier in this
chapter, the user can access the Objectives and Actions layer by clicking on the associated layer tab.
As a result the Objectives and Actions Summary window is displayed, as illustrated below. 

This window is divided into two sections: Objectives and Actions section, Associated
Performance Measures section. The Objectives and Actions section has rows corresponding to each
Objective Action Number for the indicated Associated Goal Number. All Goal Numbers for the
currently selected Plan are listed. The listed Performance Measures correspond to the selected
Objective Action Number record. By clicking in the desired rows, the user can view information.
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Detail Windows

Each of the two window layers described in the preceding sections are summary windows. The
complete text of the goals, objections, and actions is not provided in these windows. Note that the
text in each row ends with an ellipsis (...) indicating more text follows. 

To gain access to the complete text of goals, objectives, and actions, the user must access the detail
window for the desired goal, objective, or action.

To access the detail window for any goal, objective, or action, the user will first locate the desired
record (numbered row) in either the Goal Summary or Objectives and Actions Summary
windows. Once the desired record is located, the user will double-click on the desired record to open
the associated detail window. 

The diagram below is an illustration of the result of double-clicking on record 1 in the Plan’s Goals
section of the Goal Summary window illustrated on page 12.3, 4.



Goals, Objectives, Actions

PTMS Page 12.7

The diagram below is an illustration of the result of double-clicking on record 1 in the Associated
Objectives and Actions section of the Goal Summary window illustrated on page 12.3, 4.

The window above is the detail window for records in the Objectives and Actions Summary window
as well. 

Once the detail window is open, the use can employ the vertical scroll bar to view all information
contained in the Description section of the windows. 

When through with either window, the user can close it either by clicking the Close button at the
right end of the title bar of the window, or double-clicking the control menu icon at the left end of
the title bar of the window.
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Overview

The Capital pull-down menu in the PTMS Main Menu window provides the user access to the
following four areas:

Statewide Capital Requests Capital Prioritization

Condition Distribution Fleet Analysis

In each of these areas the user has access to a read-only window of information concerning the given
area. Depending on the window, the user may be able to filter, sort, and graph the provided
information.

Statewide Capital Requests

To access the statewide capital request information the user will first start PTMS as discussed
starting on page 2.3. If the Public Transportation Gateway window is displayed, the user can click
on Cancel to close that window. 

Once in the PTMS Main Menu window, the user can access the performance measures by selecting
Capital | Statewide Capital Requests from the menu bar. As a result of this action the Capital
Requests window is displayed, as illustrated on the next page.
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All capital requests for the state are displayed in this window. The user can now view the
information in this window by employing the vertical and horizontal scroll bars.

The user can also sort, filter, and graph the data in this window, as covered in detail in Chapter 11.
Sorting starts on page 11.12, filtering on page 11.14, and graphing on page 11.19.
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Prioritization

To access the capital prioritization information the user will first start PTMS as discussed starting
on page 2.3. If the Public Transportation Gateway window is displayed, the user can click on
Cancel to close that window. 

Once in the PTMS Main Menu window, the user can access the performance measures by selecting
Capital | Prioritization from the menu bar. As a result of this action the Capital Prioritization
window is displayed, as illustrated below.

The user will now use the filtering options at the top of the window to retrieve records into the
bottom table section of the window. The option group at the left is always present, as is the Fiscal
Year field. The Transit Agency and Program groups are only present when certain options are
selected in the left group, such as Funded Requests by Improvement Type as illustrated above.

The user will make the desired sections in whatever options groups are present, indicate the desired
Fiscal Year, and then click on the Apply button at the middle right. This action will cause PTMS
to retrieve records meeting the indicated criteria into the table section at the bottom of the window.
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Once the records are retrieved, the user can employ scroll bars to view all information. The user can
also create graphs based on the information in this window. However the windows and process
involved are somewhat different than those covered in Chapter 11, so the new method will be
covered below.

To graph the information in the table section of the window, the user will point to that section and
click the right mouse button to display the shortcut menu. The user will select Graph from the menu
that is displayed. As a result a Specify Graph Parameter window similar to the one illustrated
below will be opened.

The user can select the field that will be on the X-axis via the picklist associated with The row
variable field. Where it says Enter 5 column labels in the illustration above is a list of fields that
will be graphed against the Y-axis. The user can replace the field names listed with more appropriate
labels for the graph by clicking in the cell with the field name and replacing it with a desired label.
By placing a mark in the Row grand total or Column grand total check boxes, the user can have
PTMS calculate and graph the indicated grand total. In the Title field the user can enter the main title
that will be printed on the graph. In the Type section the user can click on the type of graph that is
desired. When all selections and entries are made, the user will click OK to display the graph. Once
the graph is displayed the user can print or close the graph by using the command buttons in the
lower right corner of the graph window.
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Condition Distribution

To access the condition distribution information the user will first start PTMS as discussed starting
on page 2.3. If the Public Transportation Gateway window is displayed, the user can click on
Cancel to close that window. 

Once in the PTMS Main Menu window, the user can access the performance measures by selecting
Capital | Condition Distribution from the menu bar. As a result of this action the Condition
Distribution Table window is displayed, as illustrated below.

The user will first use the picklist associated with the Indicator field in the Criteria group to select
the basis for the condition distribution. The options are AGE, HI, MILEAGE, and RSL. AGE is the
default option. Once the Indicator field is set, the user will enter the desired range values in the From
 and To fields. If more than one range is desired, the user can press the TAB key while in the To
field, which will create a new Range line. The illustration at the top of the next page shows a five
range setup on age.
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Note that when a new range line is created, the From field automatically takes the value of the
previous To field. Also note that it is important to be careful not to add an extra range line by
pressing TAB accidentally. There is no way to remove the extra range line, except closing and
reopening, which deletes ALL range lines.

When the range or ranges are entered as desired, the user will click on the Apply button to cause
PTMS to calculate the ranges indicated. The illustration on the top of the next page is the result of
clicking Apply in the above illustration.
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The results in the right group indicate both the number of units in each range, and the percent of the
selected group that the number represents. 

There is no way to edit the criteria and reapply. The user must close the window and start over to
enter new ranges. When done with the window, the use can close by selecting the Close command
button.
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Fleet Analysis

To access the fleet analysis information the user will first start PTMS as discussed starting on page
2.3. If the Public Transportation Gateway window is displayed, the user can click on Cancel to
close that window. 

Once in the PTMS Main Menu window, the user can access the performance measures by selecting
Capital | Fleet Analysis from the menu bar. As a result of this action the Fleet Analysis window
is displayed, as illustrated below.

The user will now use the filtering options at the top of the window to retrieve records into the
bottom table section of the window. The option group at the left is always present. The Transit
Agency group illustrated above on the right is present if Vehicle and Fleet Condition over Time
is selected. If HI and RSL Relationship is selected, a similar group for Vehicle Type is present at
the right.
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The user will make the desired selections in the option groups, and use the provided picklists to
indicated desired field values as appropriate. Once all selections and entries are made, the user will
click on the Apply button at the right to retrieve the fleet analysis records into the lower table section
of the window, as illustrated below.

Once the records are retrieved, the user can employ scroll bars to view all information. The user can
also create graphs based on the information in this window. See the section on Prioritization, page
11.19, for details of graphing.
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